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FUNCTIONAL STATEMENT OF THE OFFICE OF THE CHIEF, PERSONNEL DIVISION

I Migsion

The Chief, Personnel Division is responsible for administering an
active and oomplete personnel program servicing all overt organizational
units of the agency and the National Security Council and, additionally,
for providing certain Procurement and Placement services, Testing, Traiming,
and Standards services and Employee Relations services to employees and units
in covert operations. In so doing, he shall formulate general personnel
procedures in oonsultation with various office chiefs and members of the
Personnel and Management Staffsz; review operations in terms of adequacy of
the personnel program; provide assistance to all office chiefs on operating
problems and assure that all mandatory provisions of the law and agency regu-
lations are followsd in all persomnel operations and actions.

II Funotions
Chief, Personnel Division shalls

A. Direct a comprehensive program for the recruitment, selection, and
placement of all departmental and field personnel engaged in overt operations,
and render assistance to the Employees Division in conducting screening inter-
views, receiving and answering correspondence, and referring applicants suit-
able to covert operations.

B. Supervise the details of processing, appointment, promotion, demotiom,
within grade raises, suspension and termination of individual employees, main-
taining records end files on all applicants and employees,

C. Supervise the establishment of qualification standards for all positions
in overt operations.

D. Maintain exclusive liaison with the I&S Staff relative to persomnel
security checks and clearances. :

E. Direot a program of classification and wage adninistration for all

overt positions in the Agency, inoluding wage administration for the employment
of foreign nationals and natives.

P. Direct the development and maintenance of a Persomnel Relations Program
to achieve and maintain sonstructive working relationship and satisfactory em-
ployees morale.

G. Direot a program of employee indoctrination and on-the-job training.

H. Supervise the administration of a program of employee testing and
avaluation service to assist in the selaction and proper placement of personnel.

I. Supervise the maintenancs of a clerical and stemographic pool.

#
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FUNCTIONAL STATEMENT, CLASSIFICATION & WAGE ADMINISTRATION BR., PERSONNEL DIV.

I Mission

Under the direction of the Chief, Persomnnel Division, the Chief, Classi-
fication and Wage Administration Branch is responsible for the conduct of a
clasgsification and wage administration progrem with respect to all "overt"
positions in the Agency.

II Funotions
The Chief, Classification and Wage Administration Branch, shall:

A+ Direoct and implement a position olassification program covering all
overt departmental and field inocluding foreign positions of the Agency which
fall within the purview of the Classified Service; and direot and implement
a wege administration program governing all overt continental and foreign
positiona whose salary is determined under wage board procedure, to inolude

1. Allocation of newly established positions to proper title, series
and grade.,

2. The plamning and conduot of a systematic survey program for all
types of positions to asoertain that established positions are being
properly utilized, .

8. Ascertain changes in funotions and responsibilities of organisa-
tional components in order to determine whether positions need realign-
ment and redesoription.

4, Audit all promotiom actions in order to assure that the position
desoription against which the action is taken is & current and accurate
desoription of the duties involved and to assure that the person con-
cerned 1s performing them.

B. Coordinate a wage and salary system for native and foreign nationals
employed at foreign stations through the utilization of other governmental
agencies or local wage and salary fixing machinery.

C. Administer the salary determining poliocy as provided for by Adminis-
25X1A trative Instruotion_ for all overt positions,

D. Approve all overt tentative T/0 changes prior to classification
survey. ‘

E. Participate with representatives of the Persomnel Staff in the develop-

ment of allooation standards applicable to positions peculiar to the Agency and
not covered by Civil Service Commission published standards.
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F. Participate with representatives of the Persommnel Staff in develop~
ing olassification and wage administration poliey, including the review of
Wage Board compensation plans, allocation standards and local wage schedules.

G, Conduct olose liaison with and render specialized classification
advice and assistance to operating and msnagement officials.

H. Advise Chief, Personnel Division in matters of coordinating class-
ification aotivities with other personnel functions or in the solution of
problems which touch upon olassification and wage sdministration procedure
and polioy.

I. Establish and implement all necessary internal operating procedures.
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FUNCTIONAL STATEMENT OF THE PROCUREMENT & PLACEMENT BRANCH

I Mission

Under the direct supervision of the Chief, Perscmnel Division, the
Chief, Proeurement and Placement Branch is charged with responsibility for
the direction of a comprehensive program for the recruitment, selection
and placement of all Agemoy personnel, departmental and field service, en-
gaged in overt operations. Additionally, he is responsible for rendering
assistence to the Employees Division, Specisl Support Staff, in conduoting
goreening interviews, receiving and answering correspondence and telephone
messages and the referral of appliocations and applioants subsequently em-~
ployed for covert operations.

II Funoctions
The Chief, Procurement and Placement Branch, will be responsible for:

A. Maintaining liaison betwesen Placement Officers and Administrative
Officers and other officials of operating divisions and Staff offices for
the purpose of:

1. Development of qualifications standards applicable to all
positions in each division or office.

2. Keeping abreast of all current and anticipated persommel
needs in each division or office.

3¢ Furnishing assistance and guidance as well ag controlling
internel placement matters such as (a) promotions, (b) transfers,
(¢) reassigmments, (d) details, (e) changes to lower grade,

B, Recruitmert of Persormmel:

1. Interviewing applicants seeking positions and employees of CIA
desiring reassigmments, etc.

2. Contacting in person or by letter individuals who appear to
possess qualifications needed for current or antioipated vacancies.

. Meintaining liaison with sources of recruitment suggestions such
as (a) Placement Officers of other agencies, (b) Placement Officers of
schools and colleges, (o) Officials oomnected with Government Employment
Services, industry, Scientific and Trade Associations, eto., (d) In-
dividuels.

C. Referrals to Divisions and Staff Offices:

l. Applicetions of individuals appearing to possess suitable quel -
ifications for vacancies,

2. Individuals to be interviewed by offioials,
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De. Anelysiz of qualifications of all perscmnel asctions such as
(1) Appointments (2) Promotions (8) Tresnsfers (4) Reassignmente (5) De-
tails (68) Chenges to lower grades.

This analysis is conduotsd in accordance with qualification
standards and CIA poliocy to determine suitability and eligibility for
each gpecific action request,

E. Clerical Activities:

1. Checking of files, including personnel action files, for
completeness.

2., Maintaining a file of recruitment requests.

3. Reception of applicants.

4, Preparation of referrals transmitting applications to Adminis-

trative Officers.

6. Maintaining a follow-up system to assure prompt return of
referrals,

6. Maintaining a record of all referrals, interviews, etc., for

statistical and other purposes.
7o Maintaining a record of all "gpecial interest" casges.

8. Maintaining a log of all correspondence, applications and
aotions entering and leaving the Branch.

9« Arranging with Testing Branch for such tests as may be dea-
ignated by Placement Officers.

10. Miscellaneocus duties such as telephone calls from applicants

regerding status, where to loocate employees, etc.
F. Correspondence:

1. Preparation of: (a) ocontact letters (b) acknowledgement
letters (o) requests for additionsl forms or information (d) noti-
fication of status, etc. (o) rejection letters (f) miscellaneous
letters.

G. Cooperation with Employees Division:
1. Detail of Placement Officers for recruiting projects.

2. Conducting screening interviews.

3ok b
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3, Handling correspondence and telephone messages pertaining
to (a) Contacts (b) Interviews (o) Invitetions (d) Rejections.

4. Referrsls of applications and applicants.
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FUNCTIONAL STATEMENT OF THE TRANSACTIONS & RECORDS BRANCH

I Mission

Under the general supervision of the Chief, Personnel Division, the
Chief, Transactions and Reocords Branch is responsible for the processing
of personnel acotions and individuals, maintemancs of personnel reoords and
files, and the rendering of information %o authori zed persons ooncerning
personnel procedures end regulations effecting the Agency.

IT Funotions
The Chief, Transactions and Records Branch ghall:

A. Direoct the Branch's activities in the processing and journalizing
of personnel astions for NSC and CIA departmental end field vouchered em-
Ployees, including determination of eligibility for periodic pay inoreases,
ef ficiency ratings, verification of status and certifications for proba-
tional appointment and conversions.

B. Maintain en organizational position control refleoting vacancies
and incumbents for all vouchered persomnel in NS8C and CIA.

C. Prepare periodic statistical reports as required by the Bureau of
the Budget, Civil Service Commission, Congressional cormittees, and CIA
officials,

D. Bupervise employees in the maintenance of personnel folders for
present and former vouchered employees of CIA, former employees of preceding
agencies such as COI, 0SS, 8SU, CIG, and all CIA application files for
prospeotive employees involving ooding of doouments.

E. Provide information by phone or correspondence to eredit sources,
FBI, snd other government agencies regarding service records for present and
former employess.

F. Contact the Civil Service Commission and the General Accounting
Office in seouring decisions and solutions to unusual problems encountered in
pProcessing persomnnel actions and im regard to personnel regulations in general,

G. Establish internal operating procedures for the Branch and reocmmend
allied procedures applicabls to other braach operations in the Personnel
Division and to operating divisions in comnection with processing all types
of persomnel aotionsa.

H. Serve as Records Officer for Personnel Division in the inventorying
and preparation of files inventory reports in conjunction with the CIA Records
Management Program.
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I. Act as authoritative source and advisor to the Chief, Personnel
Division, Branch Chiefs, and operating offioials in the applioation and in-
terpretation of Civil Service and other federal and Agency persgonnel regu-~
lations and procedures.

J. Maintaein a mail desk for the receipt, logging and dietribution of
all incoming and outgoing mail for the Personnel Division,

E. Prepare porsonal service oontracts for intermittent sonsultants,
extending seourity clearances and coentracts when necesgary for such appoint-
ments,
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FUNCTIONAL STATEMENT OF THE TESTING, STANDARDS, AND TRAINING BRANCH

I Migsion

Under the general direction of the Chief, Persomnnel Division, the Chief,
Testing, Standards, and Training Branch is charged with Agency-wide responsi-
bility for the provision of persomnel testing and evaluation service; the de-
velopment of persomnel qualification standards in terms of measuring techniques;
the complets supervision and control of provisionally oleared employees during
their period of temporary appointment; and the organization and operation of
training programs established to meet CIA noedas.

II Funotions

Specifically, the Chief, Testing, Standards, and Training Branch is res-
ponsible for: .

A. The establishment and operation of a breoad and versatile personnel
toating program, to provide fors

1. The routine administration of batteries of standardized se-
leoction tests to applicants for all types of positions.

2. The administration of qualification examinations to Agency
employees under comsideration for reassigmment or promotion,.

3. The administration, upon request, of special types of testing
devices and techniquesz on an individual basis to identify and measurs
particular traits, skills, and/or aptitudes.

4, The oontinuous planning and conduct of psychometric research
studies directed toward refinement and increased effectiveness of norms
and testing procedures.

Be. The development, jointly with the Procurement and Placement Branch,
of comprehensive persomnsl qualification standards in terms of testing tech-
niques and statistical methods applicable to the determination of the qualita-
tive values of aptitude, education, and experience.

Ce. The provision of full faoilities for the houaing, supervision, and
control of all motivities of provisionally aceepted clerical and stenographic
employees from the moment of entrance on duty until seocurity cleared for perm=-
anent assignment in the Agency, inoludings

1. The reception, processing, and orientation of newly appointed
employees.

2. The maintenance of records, administration, and supervision of

work activitiss for appointees during their stay in the personnel hold ng
unit.
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3. The maintenance and development of particular skills and

proficiencies of temporary employees prior to assigmment to permanent
positions.

D. The organization and direotion of approved formal training programs

established to meet recognized requirements of the Central Intelligence Agency,
embracings

1. An integrated Indoctrination Course developed to familiarize

new employees, following security clearance, with the objectives, structure,
policies, and procedures of this Agency.

2, A Russian Language Training Course designed to provide, through
advanced and soientific methods, intensive instruction in the comprehen-
sion and use of the Russian language and in research into the structure

of the language and the relation thereof to Russian sulture and soclolog=-
ical and psychological implications, '
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FUNCTIONAL STATEMENT OF THE PERSONNEL RELATIONS BRANCH

I Mission

The Chief, Personnel Relations Branoh serves as Personnel Relations
Officer for the entire Agency, providing staff assistance and advice to
Agency officials on personnel management poliocies and procedures in order
to achieve and maintain econstruotive work relationships and satisfectory
employes morale,

He develops and recommsnds to Personnel Staff, persomel relations
policies relating to grievances, fair employment procedures,. dismissals,
disciplinary actions, leave, appeals, efficiency ratings, reduotions in
force, compensation for injury, fund raising campaigns, employee associa-
tions, welfare ssrvices and recreation activities.

II TFunctions

The Chief, Persomel Relations Branch will be responsible for adminis-
tering and providing the following personnel services for the entire Agency:

A. Counseling service to individual employees - providing them with
advice, assistance and information in matters direstly related to their
employment. In addition, provides them with assistance in the solution of
their personal problems whether or not related to their employment.

B. Administration of effieliency rating program - directing the Agenoy
Effioiency Rating Committee in conducting the program and providing pro-
cedures and methods for the appeal of efficiency ratings.

C. Employee welfare services - such as employes hospitalization plans,
oredit union services, housing, discount purchase plan, transportation,
educational fasilities, reoreatien, ets.

De Dissemination of information to employees - regarding Civil Service
examinations, status, providing for the certifiocation to CIA of those em=-
ployees having eligible ratings on Civil Service registers.

E. Review, investigation and approval of advanced leave requests with
the exception of those submitted to the Employees Division.

F. Review and investigation of recommendations for employee awards -
recommending to Agency awards committee the type and amount of award to be
granted,

G. Assistance to employees in matters regarding disoiplimary actions,

removals, reducstions in grade = providing them with information as to their
rights and appeal procedure where applicable,

o
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